SAM Registration — Have vendors use the following website:
https://www.sam.gov

Steps for Updating a Registration

e Loginto SAM
e Open Entity Record

0 Click on POC —Scroll down to find email address
0 Contact Vendor to Ensure vendor has access to the email address found in their
SAM entity record ( if not see instructions)
0 Have vendor “CREATE User Account” - Individual Account Details
= Enter Personal information
= Create User ID & Password — select and answer security questions
= (Click Done

e Vendor will receive a verification email from SAM within 5 to 10 minutes

0 Vendor will click on link in body of email — SAM launches
0 Vendor will enter User ID & Password Created to verify account

e |f Vendor has access to email address in SAM Entity Record — Vendor may migrate their

CCR information.

0 Click on YES to migrate CCR information

0 Select CCR (Next)

0 Select the block that contains the email address used to register SAM account\
0 Click Submit & Done

e |f Vendor DOES NOT have access to email address located in SAM Entity record — See

below:

o

SAM now has a new feature that allows you to migrate your roles even when you do not
know the legacy system email associated with your DUNS. This process will assign you as
Entity Administrator if you can provide the correct information below during the SAM
migration process:

e DUNS

¢ Tax ldentification Number

e Bank Account Number

e ABA Routing Number

To use this feature, please log into SAM at www.sam.gov. Go to "My SAM" then "Manage
my User Roles", then select "Migrate Legacy System Account". Select the applicable legacy
system then click "next". If you do not know the legacy system email, click the word "here"
at the bottom of the page. You have 3 attempts to provide the correct information before
the feature will disable.



o

If you are not successful using the automated migration process, please reply back to this
email with the following information indicating that you need further assistance.

* DUNS

e Last 4 digits of the Tax Identification Number
e Last 4 digits of the Bank Account Number

¢ ABA Routing Number

e Last 4 digits of the MPIN

If you have a current Government Contract or Grant or are replying to a Government
solicitation, please request a letter from the applicable contracting/grant officer confirming
that you should be granted access to this record. Please attach this letter to the Right Now
incident, and ensure that the contracting/grant officer's email address is visible in the email
attached. Below is an example of an email you can send to your contracting/grant officer:

"Dear X,

| am trying to register in The System for Award Management (www.SAM.gov). Since | am
not the current entity administrator, an agent from SAM has requested that | provide a
letter from my government contracting/grant officer verifying that | should have access to
this record. Please send an email that verifies that | should have access to this record from
your government email address so | may send this to the agent from SAM.”



MY SAM

Manage My User Roles

Manage Entity Users

Register/Tpdate Entity
Complete Registrations
Incomplete Registrations
Inactive Regisirations
Register New Entity

Service Contract
Inventory

Account Settings
Data Access

General

After Migration — Updating SAM

= Click on Register/Update Entity — Most will be found
under “Inactive Registrations” — If not, have vendor click through
until they see their name.

Entity List Registration Details

=  Vendor will double click on their name — and then click UPDATE ENTITY

Each prompt must be answered....

CORE DATA

=  Purpose of Registration — Yes — Next
= Do you wish to bid on contracts? Yes — Next

= Confirm Purpose — Next

= DUNS info— NEXT

= Verify DUNS - SAVE & Confirm
= Business Info — Save & Continue

= |RS Consent - Save & Continue
=  CAGE - SAVE & Continue (If no CAGE code —it is OK)
= General INFO (Must VERIFY)
0 Make sure that the following have appropriate answers - -



= First one can be Not Applicable, LLC or Subchapter S — the others will not
apply to our vendors

Is your business/ organization one of the following (if none are applicable, select Not Applicable from the drop-down menu)?
Subchapter 5 Corporation (if applicable! ]

= Second one - - MAKE SURE it is NOT “tax exempt”

Fleass indicate the form of vour Business or Organization as Defined by the IRS*;
Corporate Entity, Not Tax Exempt :v

= Third one - - For Profit

What is vour organization’s profit structure? Flease select one of the following*:
For-Profit Organization -]

After verification — Save & Continue

Financial Information (MUST VERIFY) —
0 Make sure banking information is accurate
= After verification — Save & Continue
Executive Compensations — No — Save & Continue
Proceedings — No — Save & Continue
Information Opt-Out — (Answer either way) — Save & Continue
Review Core Data — Save & Continue

ASSERTIONS

NAICS codes (MUST VERIFY)
0 Make sure 811121 is selected and marked as primary
= |f not selected — SEARCH NAICS (enter NAICS code, click on SEARCH, when
it populates, click on it once, then select ADD)
e After verification — Save & Continue



Add NAICS Classification Codes: *

~

Search NAICS: NAICS Codes Selected:

SEARCH CLEAR FOnly 100 characters of the description is shown.

Mark as NAICS Description
Primary Code

@ 811121 AUTOMOTIVE BODY,
PATNT, AND INTERIOR
REPAIR AND
MAINTENANCE

= Size Metrics (MUST VERIFY)
0 Verify with vendor of their Total Receipts & Avg Number of Employees
=  Make sure totals match in World Wide & Location
e After verification — Save & Continue
= EDI Information — No — Save & Continue
= Disaster Relief Information — No — Save & Continue
= Review Assertions — Save & Continue

REPRESENTATIONS & CERTIFICATIONS

EACH QUESTION MUST BE ANSWERED - Vendors must be asked the
questions!

Example of Answers provided by one of our GSA Vendors are listed below -
NOTE: Vendors will need to provide their own answers...Question 1 is the
owner or persons responsible for writing BIDS - -Keep in mind — the answers
provided in this document are only EXAMPLES and not be assumed as the
correct answers for other vendors. At the end of each section, click SAVE &
CONTINUE:

1. Who are the personis) within e e el == 10N <1b1e for determining prices offered in

bids/proposals? (FAR 52.203-2)

Add Mew Person



~

2. Does ikl - = other plants facilities at different addresses routinely used to perform on contracts?
(EAR 52 214-14 FAR S2.215-6)

Mo E‘

If ves, please provide the fellowing: Place of Performance (Address) of the Other Plants/ Facilities, Wame(s) of Owner and
Operator of Plant/ Facilities, Address{es) of Owner and Operator of Plant,/ Facilities (Street, Address, City, County, State,
Zip Code)

Add New Plant/Facility

4. For products designated by the Envirenmental Protection Agency and provided by i . o:: the
percentage of recovered material content meet the applicable EPA guidelines? (EAR S2.223-4, FAR 52.223-9)

Vendor will provide mformation with specific offers to the Govemmaent E

1= DSk = smiall business concern that wishes to be considered for status as a labor surplus area (LA
concern? (FAR 52.219-2)

:_.N.D E’

If ves, indicate the LSA in which the manufacturing or production costs amount to more than 50% of contract price: (FAR

=
2

52.210-2)

Begin by selecting a state to show the labor surplus areas within that state, and then select the area

Is SlaN——————hisiis o ned or controlled by a commen parent, that files its Federal Income Tax returns on a
consolidated basis? (FAR 52.004-3, FAR 52.212-3)

[No [=]

If ves, please provide the company name and TV for the commen parent. (FAR 52.204-3, FAR 52.212-3)

Company Name : |
TV : I

Our records indicate there is not an active exclusion for RibbiSReihileSeSRs . - 207 of Gkt
INC, or any of its principals, currently debarred, suspended, proposed for debarment, or declared ineligible for the award
of contracts by any Federal Agency? (FAR 52.200-5, FAR 52.212-3)

[No [~]

. In the past three-vear peried, ha: onbShaksiianiiaibiy 01 onv of its principals, been convicted or had a civil

judgment rendered against it for: commission of fraud or a criminal offense in connection with obtaining, attempting to
obtain, or performing a public (Federal, state, or local) contract or subcontract; vielation of Federal or state antitrust
statutes relating to the submission of offers; or commission of embezzlement, theft, forgery, bribery, falsification or
destruction of records, making false statements, tax evasion, violating Federal criminal tax laws, or receiving stolen
property? (FAR 52.200-5, FAR 52.212-3)

[No [=]




In the past three years, ha: oISt Eda@! o1 notified of any delinquent Federal Taxes in an amount that
exceeds 53,000 for which lability remains unsatisfied? (FAR 32.200-5, FAR 52.212-3)

T o

g. I kel o1 20y of its principals, presently indicted for, or otherwise criminally or civilly charged
bv a governmental entity with, commission of any of the offenses enumerated in Question 87 (FAR 52.209-5, FAR

52.212-3 )
Io E

10. Within the past three vears, has Gl oo Terminated for cause (default)? (AR 52.000-5, FAR
52.212-7)

Mo E|

11. Please list the name of anv HUBZone businesses participating in a HUEZone Joint Venture with Tk
INC.(FAR52.219-1, FAR 52.212-3)

[¥ ¥one

Add Mew Joint Venture Cnr-“.pan_pj

12.1f there are any Small Disadvantaged Businesses participating in a Joint Venture with ik 1 | = 5
list the names of these companies below. (FAR 52.219-22, FAR 52.212-3 )

| None

Add New Joint Venture Company

13. Our records indicate that«iiniiakhssnhsssaianhie - 1101 participating in a Women Owned Small Business Joint
Venture (FAR 52.212-3, FAR 52.219-1)

14. Our records indicate that Gilaaeiiiiitiniiee - 10T participating in a Economically Disadvantaged Women
Owned Small Business Joint Venture. (FAR 52.212-3, FAR 52.9210-1)

15. Doe: AR 0 ide any data to the Government that qualifies as limited rights data or restricted
computer software? (FAR 52.227-15)

No [=]
If ves, please lst limited rights data or restricted computer software below: (FAR 52.207-135)

Add New Software



16,

18.

Our records indicate that SSRGS, - - <c|octed the Entity Structure type of Corporate Entity (Not Tax
Exempt) (FAR 52.204-3, FAR 39.019-3)

7. Are vou a Small Disadvantaged Business?

The answers below regarding vour small business status ("Small” or "Other than Small”) are pre-filled bazed on your
previously entered size standard information (number of emplevees and total receipts).

When you answer the question on your Small Disadvantaged Business status, vou are doing so for each NAICS for which
vou have been identified as "small".

The NAICS for which you are identified as small are shown in the table below; these ¥/N answers are located in the "Small
Business?” column where a "Y" indicates "Small” and "N" indicates "Other than Small”. These answers are derived from the
SBA's size standards.

The NAICS shown are those you have entered. You may click the "View More” button to see your entity's size status for any
existing NAICS. If vou disagree with any of the pre-filled information, vou must return to Assertions and change vour
values there.

The "Edit" bution will return you to the correct location to make these changes.

(FAR 52.212-3, FAR 52.219-22 ) EDIT
NAICS Name NAICS Exception Size Standard Small
Code Business?

811121 | AUTOMOTIVE BODY, PAINT, §7,000,000.00 Y
AND INTERIOR REPAIR AND
MAINTENANCE

811111 | CENERAL AUTOMOTIVE 57,000,000.00 Y
REPAIR

VIEW MORE
T &

1s DA 2 ted in @ Small Disadvantaged Business Procurement Mechanism authorized region (see
SIC code 15, 16 and 17 for authorized regions)? (FAR 52.219-22, FAR 52.212-3 )

Mo E




10. Doas I (| : 1 anyv end products (from the corresponding country of origin) that are listed en
the List of Products Requiring Federal Contractor Certification as to Forced or Indentured Child Labor under Executive
Order No, 13126 (link provided to current list)? (EAR 5222218, FAR 52.912-3)

No E

1f Yes, ha bk - -~ 01 2 good faith effort to determine whether forced or indentured child labor
was usad to mine, produce, or manufacture any such end product, dotermined that it is not aware of any such use of child
]ab‘:‘r- (E""E 53 oot E- E iE— 52,21 .--._a.]

Mot h;‘-pf!-:ab:ie_:Tl

.
20. Has ik 11| [re v ious contracts subcontracts subject to Federal Acquisition Regulation (FAR)
32.222-26 (Equal Opportunity)? (EAR 52.200-02 FAR 32.212-3)

No E|

21, Are any end products delivered to the Government by SMMAMRSSERENGENN forcizn (nondomestic) end products?
(EARs2.212-3, EAR 52.225-2, FAR s2.225-4, FAR 52.225°6 , DFARS 252.2257000, DEARS 252.225-7020, DEARS
- -ﬂl.zz—.."'gﬂ.gr EE_&EE n-.algn -.-—-ga—j

Mo E

I ves, please list thess products and their corresponding country of origin. EDIT MY P3Cs

Add New Product

22.Has REVRPETRIEPESNNE (il.d all required Equal Emplovment Opportunity compliance reports? (FAR s2.222-22,
FAR 52.212-3)

=]

23.Please choose one of the following statements that applies roumii el .5 - o005, FAR 52.212-3)
. R 112 developed and has on file affirmative action programs required by Secretary of Labor

regulations.
iRy o : 1ot have developed and doe: not have on file affirmative action programs required
by Secretary of Labor regulations.
@ R oot had previous contracts subject to written affirmative action programs

requirements from Secretary of Labor regulations.



24. Doe: SARSRENESEMNEININS 11 v ide maintenance, calibration, and/or repair of information technology, scientific
and medical and/or office and business equipment? (FAR 52.219-3, FAR 50.022-48)

Ma E|

If ves, please answer the following questions: Are the items of equipment serviced by Rttt
commercial items which are used regularly for other than Government purposes, and are sold or traded by
dinbiviilsslaibish in substantial quantities to the general public in the course of normal business eperations? (FAR 52.210-
2, FAR 52.200-48)

Mot Applicable

Are the services furnished at prices which are, or are based on, established catalog or market prices? (EAR 52.212-3, FAR
52.222-48))

Mot .ﬂ.p;;-licable -

Doe: piikbiiieieibbinbidssisiiiey /70 the same compensation (wage and fringe benefits) plan for all service emplovees
performing work under Government contracts a; RS memgiibiisnes, 11 -c: for cquivalent emplovees servicing the
same equipment of commercial customers. (FAR 52.222-48)

' MNat ﬁp:}llcable

235, Does IASSSEEEEReE 10 ide services as described in FAR 22 .1003-4(d3(1)7 (FAR 52.212-3 FAR 52.292-52)

Vendor will provide information with specific offers to the Gouernmen’rEl

If ves, please answer the following questions: Are the services described in FAR 22.1003-4(d)(1]) by u

g offered and sold regularly to non-Governmental customers, and are provided by the offeror (or subcontractor in the
caseof an exempt subcontract) to the general public in substantial quantities in the course of normal business operations?
(FAR 52.930-3, FAR oo, 000-50

Mot Applicable

Are the services furnished at prices which are, or are based on, established catalog or market prices? (FAR s2.210-3, FAR

Doe: S - 1 - e That each service emplovee who will perform the services described in FAR
22.1003-4(d)(1]) spend only a small portion of his/her time {3 monthly average of less than 20% of the available hours on
an annualized basis, or less than 20% of available hours during the contract peried if the contract period is less thana
menth) servicing the Government contract? (FAR 52.912-3, FAR 50.092-52)

| Nat Applicable |

Does S - - the same compensation (wage and fringe benefits) plan for all service employees
performing work for Gevernment and commercial customers? (FAR 52.2120-3 FAR 52.222-52)

| Mot Applicable

26.You have not entered any federal supply class for manufactured end preducts in the PSC list in assertions, so vou are not
required te answer this question. (FAR 52.212-3)



27, 0ur records indicate tha “ErG—G—G——————hiiiailine- - ot selected NAICS 541310, 541320, 541330, 541360,
541370, 541410 0r 541620, 8F 330 part II information is not applicable.

CANCEL PREVIOUS SAVE AND CONTINUE

28, Does (P - 1| 10 bid on, or currently held anv DeD-issued or DeD-funded contracts?
Mo E]

2. Doe: SRR - i ina te that supplies will be transperted by sea in the performance of any contract or
subcontract resulting from this selicitation? (DFARS 052.0i5-7000, DEARS 050.947-7002 )

| Mot Appllcat—lle__'- |

50. Doe - - o s o That the prices set forth in this contract are based on the wage rate(s) or
material price(s) established and controlled by a foreizn government and do net include contingency allowances to pay
for possible increases in wage rates or material prices? (DFARS 252.216-7008 )

Mat Applicable

If ves, please select the name of the hest Country: (DEARS 252.216-7008 )

Country : Flease select a value

31. 1= S 1 -t o1 v owned or controlled by a foreign government? (DEARS 252.200-7002 )

[ Not Applicable [~]

If ves, please provide a disclosure point of contact and information about the entitv(ies) controlled by a foreizn
government. (DEARS 252.2009-7002 )

First Name :

Middle Intial :

Last Name :

Telephone Number :

Extension :

International Code :

Entitv(ies) controlled by Foreign Government: (DFAERS 252.2000-7002 )

[ Add Mew Fareign Government En.tlt'_.g_



Review Representations & Certifications
0 Click on the “Acceptance of Terms”
Thave read each of the FAFR and DFARS provisions presented above. By submitting this certification, I, ksl =111
attesting to the accuracy of the representations and certifications contained herein, including the entire NAICS table. I

understand that I may be subject to penalties if I misrepresent GiliiSe-G——————_—— - of the above
representations or certifications to the Government.

Save & Continue
POINTS OF CONTACTS

Electronic Business POC
0 Enter Or Verify First Name
0 Enter Or Verify Last Name
0 Enter Or Verify Email address
0 Enter or Verify Phone & Fax numbers — Proper Format Required — (XXX)XXX-XXXX
0 Enter Or Verify Address, City, State & Zip Code
Government Business POC (Same as above)
0 If information is the same, click on COPY — and select Electronic POC
0 Verify with vendor who would be the POC responsible for maintaining the SAM
account — ONLY the GOV POC can contact and/or make changes to CAGE
Accounts Receivable POC (Same as above)
0 If information is the same, click on COPY — and select Electronic or Government
POC
OPTIONAL POCs - - SAM does not require optional POCs - - Click each of the following to
open and click on DELETE

Electronic Business Alternate POC
Government Business Alternate POC
Past Performance POC

Past Performance Alternate POC




SBA Supplemental

*Advised by PTAC that this is important to complete; however, is not mandatory
in order to complete SAM update - If you choose to complete, follow the below
instructions — If not, just click on Save and Continue to bypass*

SBA Supplemental

DUNS: e C A GE Code: 1FXME

SEA Supplemental
You have successfully completed the Assertions portion of vour entitvas registration. Please review the information
below if you would like to apply for 3 Small Business Administration (SBA) ceriification program.

If vou would like to provide additional information to SBA for market research or are applving for certification as a HUBZone,
8(a) Business Development, or 8(a) Joint Venture Program, vou must complete the SBA Supplemental page. Click the
“Regizteror Update SBA Profile” button located at the bottom of this page to go directly to the supplemental pages specific to
vour entity. Note: When you click the button, a new window will open and take vou to the appropriate SBA page. Please make
sure you go back to the SAM window to complete and submit vour registration. The SBA will notify SAM if and when your
entity is added to a certification program. SAM will send an e-mail to vour entity’s administrator when the SBA sends the
confirmation. If vour entity is added to the 8(a) or 8(a) Joint Venture program, the Business Type information will be

I updated. You will be instructed to review the changes found on the General Information page and to re-certify to your entity's
small business status. If vou are added to the HUBZone program, the Representations and Certifications portion of vour
entity’s registration must be updated. You will be instructed to review the changes and re-certify to your entity’s small

business status.
Sm oy | Register or Update SBA Profile

L[5 Scmcil Rexiorus Admmmetrutim

CANCEL FREVIOUS SAVE AND CONTINUE

e Click on Register or Update SBA Profile
o Click Next
e Type in specific details on work performed by vendor

In addition to words in the Capabilities Narrative of your "Products & Services, General' page, list keywords that
characters, total,

Keywords:




e Enter Name of person Certifying information — Owner
e Click Save/Next

e Verify information on next page

e Click Next

e Enter Business website

e |f none, Click Save/Next

e Verify information

e Click Next

e Enter Owner information

e Click Save/Next

e Enter information that applies

e C(Click Save/Next

e Enter NO for exporter

e Click Save/Next

e Enter info if desired, otherwise leave blank — click Save/Next
e Next

e Click Exit

e Page will EXIT

e Click back over to SAM

Click on SAVE & Continue
Entity Review — SUBMIT

(If all blocks were completed — Vendor has been submitted for update)



